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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGR.AM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Command:
Office of
Organizational
Develonmenf

Division:
ACLDC

Number:
014

Evaluated by:

Gina Linson
Date:

June 25, 2009
Assisted by:

INSTRUCTIONS: Answer indiüidual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies

with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section.

nddiiionaity, ðuch discreþancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of

command. Furthermore, the memorandum shall includ'e any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspee'ted'

TYPE OF INSPECTION

n Division Level X Command Level

! Office of lnspections n Voluntary Self-lnspection

lnspector's Signâture:

YI'/JU
Follow-up Required:

!Yes Iruo
n Foltow-Up lnspection

BY:

Úommander's Signature:

lxn* h,t¡.sr.-

Date:

Inlz<þq
For applicable policies, refer to HPM 11.1, Chapter 6.

,Note: lf a rlNo" or "N/4" box is checked,, the iRemaiksrii

1. Prior to the performance of services, is the
contracting party informed of the rates charged for
services, departmental equipment usage, and
cancellation oolicv?

n Yes nruo x N/A Remarks:

2. Does the billing rate include mileage and other
expenses such as uniform or equipment damage? l-lYes l tr,lo X N¡n Remarks:

3. When a safety service is provided to another state
agency, is the agency's five-digit billing code
obtained?

n Yes ! tlo x N/A Remarks:

4. ls the billing code documented on the Reimbursable
Services Billinq Memorandum? l-l Yes [-l trlo XruN Remarks:

5. ls $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is

less than 24 hours prior to the scheduled service?
n Yes fl No x N/A Remarks:

6. ls a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the
cancellation of their service(s)?

! Yes nNo XruN Remarks:

7. ls information regarding the procedures to obtain
necessary right-of-way clearances or permits, local
requirements, and other pertinent information made
available to inquirinq parties?

n Yes !No Xvn Remarks:

B. Are written requests for specific services directed to
the aoorooriate command? l-l Yes l-l ¡to X N/A Remarks:

L Are traffic control services less than $50,000
approved bv Division? l-l Yes l-l t'¡o lX N/A Remarks:

10. Are traffic control services estimated to be $50,000 or
more aDoroved bv the Office of the Commissioner? |_l Yes l-l lrto X N/A Remarks:

I 1. Are extraordinary protective services approved by the
Assistant Commissioner, Field? [-l Yes l-l trlo xl N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPEGTION PROGRAM
. CHAPTERS

COMMAND REIMBURSABLE SERVICES

12. ls a Reimbursable Services Agreement (RSA)log
number requested from Division for every contract? l-l Yes l-l lrto XruN Remarks:

13. ls a CHP465form completed in accordancewith
policv? l-l Yes l-l ruo X N/A Remarks:

14. Are advance payments collected from the contracting
comoanv prior to the start of the service? l-l Yes [-] lrto Xl N/A Remarks:

15. ls a CHP 251 prepared and mailed to the contracting
comoanv upon receipt of advance payments? [l Yes l-l ruo X N/A Remarks:

16. ls a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the
contractual service(s)?

n Yes nNo X N¡N Remarks:

17. ls a copy of the CHP 465 attached to the weekly
CHP 230. and if applicable. a CHP 169? I Yes [l trlo X ru¡N Remarks:

18. ls a CHP 466 maintained?
l-l Yes l-l t'¡o X NIn Remarks:

19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal
year, three digit location code, and a sequential
number for each aqreement?

n ves nNo x N/A Remarks:

20. ls the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning
with the sequential number 001?

n Yes nruo XruN Remarks:

21. Are all sequential numbers accounted for when
reconcilino with the Billinq Memorandum? l-l Yes l-l tlo X N/A Remarks:

22. Are sequential numbers not matching Billing
Memorandums reconciled? l-l Yes f-l Irlo lx N/A Remarks:

23. ls the original RSA signed and filed atArea?
l-l Yes l-l lito X N/A Remarks:

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor
has obtained the necessary right-of-way, clearances,
and permits?

! Yes nruo X ru¡N
Remarks:

25. ls the indemnification clause included in the
aoreement when requested? l-]Yes l-l lrlo X N/A Remarks:

26. ls the inclusion of the indemnification clause
approved by the Department of General Services,
Office of Leoal Services?

n Yes INo Xvn Remarks:

27. lf the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract
Services Unit?

I Yes nNo Xvn Remarks:

28. ls a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when
one of the contracting parties is a county, city, district,
or other local oublic bodv?

! Yes INo Xvn Remarks:

29. Are dignitary protection services referred to the Office
of Dionitarv Protection? l-l Yes l-l lrlo X N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

30. Are CHP 312 forms, CHP 313 forms, and CHP 467

forms prepared when a statewide agreement is in
effect?

n Yes []No XruN Remarks:

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Services Division, Field Support Section?

n Yes nNo X ula Remarks:

32, ls a CHP 230 prepared by the contracting party when
fees are collected on the day of the training session? l-l Yes [-lNo lX ruIn Remarks:

33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
soecial oroiects) within 5 davs?

fl Yes fl rrlo XruN Remarks:

Are copies of CHP 467 forms forwarded to the next
level of review?

34.
l-l Yes l-l tlo xl N/A Remarks:

35. ls the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control
Loo?

n Yes DNo X ruln Remarks:

36. ls a copy of the command's Reimbursable Services
Control Log forwarded or e-mailed to the Division
Coordinator at the end of each month?

n Yes ! trto X N/A Remarks:

37. ls the Reimbursable Services Control Log verified
with the copies of the Billíng Memorandums to ensure
all reimbursable time has been reported to FMS for
billino ourooses?

n Yes nNo x N/A Remarks:

38. Are outstanding items being inspected and resolved?
l-l Yes l-l llo X ruIn Remarks:

39. ls a copy of the CHP 467 and CHP 465 submitted to
FMS upon completion of extraordinary protective
services?

I Yes nNo x N/A Remarks:

40. ls a reimbursable special project code obtained on

every contractual service? I Yes l-l trto lx N/A Remarks:

41. ls the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each
soecial proiect?

fl Yes nNo XruN Remarks:

42. Are the special project codes on the overtime
report(s) verified to ensure the correct special project
code has been used?

n Yes nNo X ruln Remarks:

43. Are all corrections noted on the overtime report(s)?
l-l Yes l-l ttto X N/A Remarks:

44. Are overtime reports approved and dated by the
commander after reconcilinq? l-l Yes l-l trlo X ruIN Remarks:

45. ls the original overtime report(s) fon¡varded to FMS?
l-l Yes l-l t"lo lX N/A Remarks:

46. ls a copy of the overtime report fon¡varded to Division
bv the 1Orh of the month (except COZEEPIMAZEEP)' l-l Yes [-l tlo X ruIN Remarks:
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STATE OF CALIFORNIA

TDEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

47. A¡e all COZEEPIMAZEEP reports fon¡varded to
Division bv the 15rh of the month? f-l Yes |_l trlo X N¡N Remarks:

48. Are aIICOZEEPIMFZEEP reports approved by
Division and forwarded to FMS by the 30'n of the
month?

n Yes nNo x N/A Remarks:

49. ls a copy of the CHP 71 atlached'to the overtime
report(s) when there are reimbursable nonuniformed
oersonnel hours?

n Yes nNo x N/A Remarks:

50. ls an amendment of seruice agreement requested
prior to the fund being depleted, and if necessary, is

the seruice discontinued?
n Yes fl I'lo Xvn Remarks:

51. Are all payments made directly to FMS?
l-l Yes l-l ¡to lx N/A Remarks:

52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any
future services?

I Yes ! l,lo x N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1 ol2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under 'Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

Command:

Office of Org
Dev. - 014

D¡V¡sioN:

ACLDC
unapler:

8-
Reimb. Svcs

: Gina Linr

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

Total hours expended on the
inspection:

0 Hours

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

nYes Xruo

Forward to:
ACLDC
Due Date:
Julv 15. 2009

lnspector's Comments Reqardino lnnovative Practices:

The Office of Orga¡izational Devefopment is a Headquarters command with no oversight for
Reirnbursable Services.

Command for Statewide

Findinqs:

Commander's Response: n Concur or n Do Not Concur (Do Not Concur shall document basis for response

lnspector's Comments: Shall address non concurrence by commander (e.9., findings revised, findings unchanged,
etc.)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2 of 2

LJ Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

COMMANDER'S SIGNATURE

f,/tw ll,ust-.
DATE, I

b lrc{o t
TNSPECTOR'S SIGNATURE DATE

Reviewer discussed this report with
employee
Concur n oo not concur

REVIEWER'S SIGNATURE A

A,ç,LC:t --
DATE

ulau I uq.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

Command:
Office of Org
flêvêlônmAnl

Division:
ACLDC

Number:
014

Evaluated by:

Gina Linson
Date:

June 25,2009
Assisted by Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated, Any "No" answers, discrepancies

with policy, applicable legal statues, or defìciencies noted in the inspections shall'be commented on via the "Remarks" section. Addltionally,

such discrepancies and/ór deficiencies shall be documented on an Exceptions Document and addressed to the next level of command'

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

n Off¡ce of lnspections I Voluntary Self-lnspection

Lead lnspector's Signature:

futw
Follow-up Required: I n rottow-Up tnspection

!ves !ruo lr",
Commander's Signature:

lxw- \rurni rvr
Date:

Ulnloq
For applicable policies, refer to HPM 1 1.1, Chapter 20.

Note: lf a "No" or "N/4" box is checked, the 'rRemarks" section shallibe.tttilized for. ç¡pþ4aþn.
1. Does the command have sufficient procedures to

ensure that a CHP 735, lncident Response
Reimbursement Statement, is prepared for each
arrest that meets the cost recoverv criteria?

! Yes nNo X ru¡n Remarks:

2. What are these procedures?

3. Does the command have a specific employee(s)
assigned to process all CHP 735 forms? E Yes nNo Xva Remarks:

4. lf the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms
listed in their iob description or anv other document?

n Yes nruo X N/A Remarks:

CHP 6B0U (Rev.02-09) OPI 010



Page 2of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the foim?

I Yes nNo x N/A Remarks:

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
lnfluence (DUl) Cost Recovery Program? This would
ínvolve cases where the following criteria applies:
. A Blood Alcohol Content (BAC)under.08%
. A chemical test is positive for drugs only
. There is no supporting BAC test of drug test (i.e.,

a refusal)

n Yes []No XruN Remarks:

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dates?
. The date of BAC results of :.08o/o were received
. The date of BAC results of :.04o/o were received

for a commercial driver

n Yes fl l,lo X N/A Remarks:

B. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS
within ten business days from beíng notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?
. The person arrested refused to provide a

chemicaltest
. ïhe arrest was for drugs only
. A BAC of < .08% was obtained

n Yes ! trlo XNN Remarks:

9. ls the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

n Yes ! l.to x N/A Remarks:

10. lf the person arrested is transient, is the case being
entered into the CHP 7354, Case Log-DUl Cost
Recovery Program, without foruøarding the CHP 735
to FMS?

! ves nruo X ru¡N Remarks:

1 1. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes? ! ves n ¡¡o x N/A Remarks:

12. Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415,Daily
Field Record?

! Yes nNo X ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

13. Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 includes more
than one actívitv?

n ves fl No x N/A Remarks:

14. Are the staff hours incurred by members of the
Department for the following activities associated
with an incident meeting the criteria for DUI cost
recovery included in the CHP 735?
. Response Time
. On-Scenelnvestigation
. Follow-uplnvestigation
. Report Writing
. Vehicle Storage
. Call Back
. Field Sobriety Testíng
. Transportation
. Booking
. ChemicalTesting
. Traffic Control

I Yes nruo x N/A Remarks:

15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

E Yes ENo X ru¡N
Remarks:

16. ls the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

n Yes nruo XruN Remarks:

17 . ls a copy of the CHP 735 being retained at the
command and filed? n Yes ! l,lo x N/A Remarks:

18. ls the command utilizing the, optional, CHP 7354 to
track cases qualifying for the DUI Cost Recovery
Prooram?

fl Yes nruo X ru¡n Remarks:

rg. ln the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

20. Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?
. Defendantlnformation
. Violationlnformation
. Court lnformation
. FMS fnformation

n Yes []ruo Xvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

. BAC test results

21. Are cases not resulting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

fl Yes nruo X Ntn Remarks:

22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of last follow-up check?

E Yes nNo Xvn Remarks:

23. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being
processed bv the Department?

n Yes nNo X N/A Remarks:

24. ls the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recoverv Prooram?

n Yes nNo X N/A Remarks:

Question 25 pertains to Fiscal Management Section.

25. ls FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuinq command for corrections?

n Yes nNo XruN Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1 of 2

Date: June 25,2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspqction number. Under "Forward to;" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, conective action plans. A CHP 51 Memorandum may be used if additional space is required.

Command:

Office of Org
Dev. - 014

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level

Total hours expended on the
inspection:

0 Hours

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

!Yes Xruo

Forward to:
ACLDC
Due Date:
Julv 15. 2009

lnspector's Comments Reqarding lnnovative Practices:

The.Office of Organizationàl Development ¡s a'Fle_adquarters command with no overs¡ght for'the DUI
Cost Recovery.Frogram.

Command for Statewide

Findinos:

Commander's Response: n Concur or ! Do Not Concur (Do Not Concur shall document basis for

CHP 6804(Rev 0249) OPI 010

Shall address non concurrence by commander (e.9., findings revised, findings unchanged,nspector's comments:
etc.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2 of 2

l_l Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

DATE

(oløluq
INSPECTOR'S SIGNATURE DATE

ll Reviewer discussed this report with
employee

! Concur n oo not concur

DATE

blx,loq
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8

COMMAND REIMBURSABLE SERVICES

Commancl:

ocoR (015)
Division:

ACLDC
Number:

Evaluated by:

Sot. Jeff James, 14714
Date:

05t2712009
Assisted by: Date:

INSTRUCTIONS; Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies

with policy, appticable legal statues, or deflciencies noted in the inspections shall be commented on via the "Remarks" section.

nooiiionaity, such discre[ancies anâ/or deficiencies shall be documented on an Exceptrons lJocument and addressed to the next level of

command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and onlyìefìcient items need to be re-inspected,

TYPE OF INSPECTION

! Division Level X Command Level

n Of¡ce of lnspections ! Voluntary Self-lnspection

Follow-up Required:

! Yes X ¡lo
n
BY

Follow-Up lnspection
Date:

Çlz6lõ1

For applicable policies, refer to HPM 1 1.1 , Chapter 6' LJ

¡N loi,+à;;rËlf.ja. ì!1*leí"acl

1. Prior to the performance of services, is the
contracting party informed of the rates charged for
services, departmental equipment usage, and
cancellation policy?

n Yes n ¡lo Xrun Remarks: As a Headquarters
Command, OCOR does not Prov¡de
reimbursable services, nor does
OCOR maintain a reimbursable
services contract.

2. Does the billing rate include mileage and other
expenses such as uniform or equipment damage? ! Yes nNo X ¡un Remarks: See Remarks section for

Ouestion 1.

3. When a safety service is provided to another state
agency, is the agency's five-digit billing code
obtained?

n ves ! l,lo Xrun Remarks: See Remarks section for
Question 1.

4. ls the billing code documented on the Reimbursable
Services Billing Memorandum? n Yes nruo Xvn Remarks: See Remarks section for

Ouestion 1.

5. ls $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is
less than 24 hours prior to the scheduled service?

n Yes ! trlo Xrun Remarks: See Remarks sect¡on for
Question 1.

6. ls a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the
cancellation of their service(s)?

n Yes fl l.to X ruln Remarks: See Remarks section for
Question 1.

7. ls information regarding the procedures to obtain
necessary right-oÊway clearances or permits, local

requirements, and other pertinent information made
available to inquirinq parties?

I ves nruo Xvn Remarks: See Remarks section for
Question 1.

L Are written requests for specific services directed to
the appropriate command? n Yes I f,¡o Xrun Remarks: See Remarks section for

Ouestion 1.

9. Are traffic controlservices less than $50,000
approved by Division? n Yes nruo X ru¡n Remarks: See Remarks section for

Question 1.

'10. Are traffic control services estimated to be $50,000 or
more approved by the Office of the Commissioner? ! ves f] trto XruN Remarks: See Remarks section for

Question 1.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8

COMMAND REIMBURSABLE SERVICES

11. Are extraordinary protective services approved by the
Assistant Commissioner, Field? E Yes Iruo X nln Remarks: See Remarks section for

Question 1

12. ls a Reimbursable Services Agreement (RSA) log

number requested from Division for every contract? ! Yes I t'to X nrn Remarks: See Remarks section for
Ouestion 1

13. ls a CHP 465 form completed in accordance with
policy? tr Yes I t'¡o Xvn Remarks: See Remarks section for

Question 1

14. Are advance payments collected from the contracting
company prior to the start of the service? I Yes trruo Xvn Remarks: See Remarks section for

Ouestion 1

'15. ls a CHP 251 prepared and mailed to the contracting
company upon receipt of advance payments? ! Yes INo X ¡un Remarks: See Remarks section for

Question 1

16 ls a CHP 467 prepared and submitted to the Fiscal

Management Sectton upon completion of the

contractual service(s)?
tr Yes I t'lo X ru¡n Remarks: See Remarks section for

Question 1,

17 ls a copy of the CHP 465 attached to the weekly
CHP 230, and if applicable a CHP 169? n Yes I tlo Xvn Remarks: See Remarks section for

Question 1,

'18 ls a CHP 466 maintained?
I Yes Xruo X ¡un Remarks: See Remarks section for

Question 1

'19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal
year, three digit location code, and a sequential
number for each aqreement?

! Yes I ¡lo X rutn Remarks: See Remarks section for
Question 1

20 ls the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning
with the sequential number 001?

I Yes I tlo Xnn Remarks: See Remarks section for
Question 1

21. Are allsequential numbers accounted forwhen
reconciling with the Billing Memorandum? f Yes nno X nln Remarks: See Remarks section for

Question 1

22 Are sequential numbers not matching Billing
Memorandums reconciled? f Yes I ¡lo X Nln Remarks: See Remarks section for

Question 1

23 ls the original RSA signed and filed aT Area?
I Yes X ¡lo X Nln Remarks: See Remarks section for

Question 1,

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor
has obtained the necessary right-of-way, clearances,
and permiis?

I Yes I ¡to X ruln Remarks: See Remarks section for
Question 1.

25. ls the indemnification clause included in the
agreement when reguested? I Yes ENo X Nrn Remarks: See Remarks section for

Ouestion 1

26 ls the inclusion of the indemnification clause
approved by the Department of General Services,
ôffir:e of I eoal Services?

I Yes I trlo Xvn Remarks: See Remarks section for
Question 1

27 lf lhe service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract
Services Unit?

n Yes Iruo Xvn Remarks: See Remarks section fot
Question 1
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PAÏROL

INSPECTION PROGRAM
CHAPTER B

COMMAND REIMBURSABLE SERVICES

28 ls a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when
one of the contracting parties is a county, city, district,
or other local public body?

I Yes I l,lo Xvn Remarks: See Remarks section for
Question 1

29. Are dignitary protection services referred to the Office
of Dignitary Protection? ! Yes INo X ruln Remarks; See Remarks section for

Question 1

30. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect?

tr Yes Eruo Xvn Remarks: See Remarks seciion for
Question 1,

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Services Division Field Support Sectlon?

I Yes nruo Xvn Remarks: See Remarks section for
Question 1

32. ls a CHP 230 prepared by the contracting party when
fees are collected on the day of the training session? I Yes !ruo X ¡lln Remarks: See Remarks section for

Question 1

33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
soecial oroiects) within 5 davs?

fl Yes tr t'lo X ruln Remarks: See Remarks section for
Ouestion 1

34. Are copies of CHP 467 forms fon¡varded to the next
level of review? I Yes X Irto X ruln Remarks: See Remarks section for

Question 1

35 ls the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control
Loo?

I Yes I trlo X Nln Remarks: See Remarks section for
Question I

36. ls a copy of the command's Reimbursable Services
Control Log forurrarded or e-mailed to the Division
Coordinator at the end of each month?

I Yes I tlo X ruln Remarks: See Remarks section for
Question 1

37. ls the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for
billino purposes?

tr Yes n ¡lo X N¡n Remarks: See Remarks section for
Question 1.

38 Are outstanding items being inspected and resolved?
n Yes f ¡¡o X ¡un Remarks: See Remarks section for

Ouestion 1.

39. ls a copy of the CHP 467 and CHP 465 submitted to
FMS upon completion of extraordinary protective
services?

I Yes Iruo X rula Remarks: See Remarks section for
Question 1

40. ls a reimbursable special project code obtained on
every contractual service? n Yes n ¡lo X ruln Remarks: See Remarks section for

Question 1

4'1. ls the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each
soecial proiect?

I Yes nruo X ruln Remarks: See Remarks section for
Question 1
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INSPECTION PROGRAM
CHAPTER 8

COMMAND REIMBURSABLE SERVICES

42. Are the special project codes on the overtime
report(s)verified to ensure the correct special project

code has been used?
n Yes fl Irto Xrun Remarks: See Remarks section for

Question 1.

43. Are allcorrections noted on the overtime report(s)?
n Yes fl ruo Xvn Remarks: See Remarks section for

Question 1.

44. Are overtime reports approved and dated by the
commander after reconciling? n Yes nNo Xvn Remarks: See Remarks section for

Ouestion 1.

45. ls the original overtime report(s) forwarded to FMS?
n Yes fl ruo Xrun Remarks: See Remarks section for

Question 1.

46. ls a copy of the overtime report fonruarded to Division
by the 10'h of the month (except COZEÊPIMAZEEP)? n Yes nruo Xvn Remarks: See Remarks sectioñ for

Ouestion L

47. Are all COZEEPIMÊZEEP reports fonruarded to
Division by the 15th of the month? n Yes n ¡lo Xvn Remarks: See Remarks section for

Question 1.

48. Are all COZEEPIMÞZEEP reports approved by

Division and fonryarded to FMS by the 30'n of the
month?

I Yes nruo Xrun Remarks: See Remarks section for
Question 1.

49. ls a copy of the CHP 71 attached to the overtime
report(s) when there are reimbursable nonuniformed
nersonnel hours?

n Yes nruo Xvn Remarks: See Remarks section for
Question 1.

50. ls an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is

the service discontinued?
n Yes nNo XruN Remarks: See Remarks section for

Question 1,

51. Are all payments made directly to FMS?
n Yes n ¡¡o Xrun Remarks: See Remarks section for

Question 1.

52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any
future services?

n Yes I Irto X x¡n Remarks: See Remarks section for
Question 1.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNTA HIGI-IWAY PATROL

INSPECTION PROGRAM

Command:

Office of the Academy
Div¡sion:

ACLDC
Number:

Evaluated by:

Rachel Grav
Date:

rl
Assisted by:

Sgt. Sven Miller
Date:

6117t2009

INSTRUCTIONS: Answer individual items with "Yes" or 'No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies

with polícy, applicable legal statues, or deficiencies.noted in the inspections shall be commented on via the "Remarks" section.

nooiiionaíty, sùch discreiancies anâ/or deficienciei shall be documented on an Exceptronó.uocument and addressed to the next level of

command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

! Omce of lnspection$ ! Voluntary Self-lnsRectio(

Lead lnspectot's Signature:

Follow-up Required:

I Yes X ¡lo
fl Poltow-Up lnspection

BY:

For applicable policies, refer to HPM 11.1, Ghapter 6'

L Prior to the performance of services, is the
' contracting party informed of the rates charged for

servíces, departmental equipment usage, and
cancellation policv?

X Yes ! t¡o fl N/A Remarks:

2. Does the billing rate include mileage and other
exoenses such as uniform or equipment damage? l-l Yes l-l l,to l'( N/A

Remarks: Not required

3. When a safety service is provided to another state
agency, is the agency's five-digit billing code
obtained?

X Yes fl r'lo nrun Remarks:

4. ls the billing code documented on the Reimbursable
Services Billing Memorandum? l-l Yes X Irlo ¡ N/A Remarks: Not required

5. ls $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is

less than 24 hours prior to the scheduled service?
n Yes nNo Xrun Remarks: Not required

6. ls a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the
cancellation of their service(s)?

n ves !No x N/A Remarks: Not required

7. ls information'regarding the procedures to obtain
necessary right-of-way clearances or permits, local

requirements, and other pertinent information made
available to inquiring Parties?

n Yes [] tto X N/A Remarks: Not required

L Are written requests for specific services directed to
the aoorooriate command? X Yes [-l l.lo N N/A Remarks:

9. Are traffic controlservices less than $50,000
approved bv Division? [-l Yes l-l trlo X t'llR Remarks: Not required

10. Are traffic controlservices estimated to be $50,000 or
môre ennroved bv the Otfice of the Commissioner? [-l Yes ll lrlo X N/A Remarks: Not required

11. Are extraordinary protective services approved by the
Assistant Commissioner. Field? [-l Yes l-l ruo XruN Remarks: Not required
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Do RSA numbers begin with the letter "Rlto denote
reimbursable services, followed by two digit fiscal
year, three digit location code, and a sequential
number for each

28. ls a copy of the resolution, order, motion, or
ordinance of the localgoverning body obtained when
one of the contracting parties is a county, city, district,
or other local

29. Are dignitary protection services referred to the Office
of Di Protection?

19

Remarks: Local Log Only
12. ls a Reimbursable Services Agreement (RSA) log

number requested from Division for everv contract?
13. ls a CHP 465 form completed in accordance with

14. Are advance payments collected from the contracting
to the start of the service?

15. ls a CHP 251 prepared and mailed to the contracting

Remarks: Not required
16. ls a CHP 467 prepared and submitted to the Fiscal

Management Section upon completion of the

17 . ls a copy of the CHP 465 attached to the weekly
CHP 230, and if applicable, a CHP 169?

18. ls a CHP 466 maintained?

Remarks: Local Log Only

Remarks: Local Log 754 is closed
out each fiscal year

20. ls the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning
with the seouential number 001?

21. Are all sequential numbers accounted for when
reconcilino wíth the Billinq Memorandum?

22. Are sequential numbers not matching Billing
Memorandums reconciled?

23. ls the original RSA signed and filed at Area?

Remarks: Not required
24. Does the command proceed with all RSA

arrangements, and if needed, ensure the requestor
has obtained the necessary right-of-way, clearances,

25. ls the indemnification clause included in the

Remarks: Not required
26. ls the inclusion of the indemnification clause

approved by the Department of General Services,

Remarks: Not required
27 . lf the service is over $50,000 per occasion, is a

CHP 78R prepared and submitted to Contract
Services Unit?

Remarks: Not required
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

ls a copy of the command's Reimbursable Services
Control Log fonrvarded or e-mailed to the Dívísion
Coordinator at the end of each month?

45. ls the originalovertime report(s) forwarded to FMS?

36

a copy of the overtime report forwarded to Division
the 10th of the month (exceot COZEEPTMÉZEEP\?

Remarks: Not required
30. Are CHP 312 forms, CHP 313 forms, and CHP 467

forms prepared when a statewide agreement is in
effect?

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Services Division. Field Su

32. ls a CHP 230 prepared by the contracting party when
fees are collected on the dav of the traininq session?

33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZE E P, extraord i nary protective services, and

Remarks: Not required

34. Are copies oICHP 467 forms forwarded to the next

35. ls the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control Remarks: Not required

Remarks: Not required

37. ls the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been repofted to FMS for

Remarks: Not required

38. Are outstanding items being inspected and resolved?

39. ls a copy of the CHP 467 and CHP 465 submitted to
FMS upon completion of extraordinary protective
services?

40. ls a reimbursable special project code obtained on
contractual service?

41. ls the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each

Remarks: Not required
42. Are the special project codes on the overtime

report(s) verified to ensure the correct special project
code has been used?

43. Are allcorrections noted on the overtime report(s)?

44. Are overtime reports approved and dated by the
commander after reconcili
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND REI MBURSABLE SERVICES

47. Are all COZEEPIMPZEEP reports forwarded to
Division bv the 1Sth of the month? l lYes [-lruo XI run Remarks: Not required

48. Are all COZEEPIMAZEEP reports approved by
Division and forwarded to FMS by the 30rh of the
month?

n Yes nruo Xun Remarks: Not required

49. ls a copy of the CHP 71 attached to the overtime
report(s) when there are reimbursable nonuniformed
oersonnel hours?

! Yes nruo x N/A Remarks: Not required

50. ls an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is
the service discontinued?

X Yes ! Irlo n ¡¡¡n Remarks:

51. Are all payments made directly to FMS?
X Yes E lto N N/A Remarks:

52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any
future services?

I Yes XNo n N/A Remarks: Recommended, but nol
required
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

iNSPECTION PROGRAM
€t

COMMAND DUI COST RECOVERY

Command:

Office of the
Academv

Division:

ACLDC

Number:

Evaluated by:

Susan Mav
Da te

sl15l200s
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies

with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section'

Rddiiionalty, such discreþancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of

command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-

up lnspection, the "Follow-up lnspection" box shall be marked and only defìcienl items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Off¡ce of lnspections ! Voluntary SelËlnspection ry
n Follow-up lnspection

BY:

Date:

a fzzf ot
Follow-up Required:
I Yes X ¡lo

For applicable policies, refer to HPM 1 1 .1 , Chapler 20.

;',i;T¡i.jiì;i:r

Does the command have sufiicient procedures to
ensure that a CHP 735, lncident Response
Reimbursement Statement, is prepared for each

X Yes

arraet fhat meets the cost criteria?

nNo n N/A Remarks:

2. What are these Procedures?

All CHp 735,s completed by personnel assigned to the Office of the Academy (Academy) are submitted directly to the CHP

field office where the arresioccurred for processing and tracking. Reports containing a CHP 735 Which are completed by

Academy personnel during their work shift are submitted to Area supervisor for review and approval. Repofts which are not

comptetéd by the end of tñe work shift are, upon completion, reviewed by an Academy supervisor for accuracy and

completeness prior to submission to the appropriate Area office'

No CHP 735's are processed or tracked at the Academy.

3. Does the command have a specific employee(s)
assigned to process all CHP 735 forms? n Yes INo X ru¡n Remarks:

4. lf the answer to quesiion 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms
listed in their iob description or anv other document?

n Yes nNo X N/A Remarks:
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¡NSPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

ü yes ! t'to X ruln Remarks:

6. Does the command have a suspense system in place

to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the

lnfluence (DUl) Cost Recovery Program? This would
involve cases where the following criteria applies:
. A Blood Alcohol Content (BAC) under .08%
. A chemical test is positive for drugs only
. There is no supporting BAC test of drug test (i'e.,

a refusal)

n Yes n ¡lo Xnn Remarks:

l. Ne CHP 735 forms completed based on the criteria
of Section A of the form being fon¡varded to FMS

within ten business days frorn one of the following
dates?
. The date of BAC results of :.08% were received

. The date of BAC results of :.04To were received
for a commercial driver

fl Yes nruo X ru¡N Remarks:

A nre CHp 735 forms completed based on the criteria
of Section B of the form being fonvarded to FMS

within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?
. The person arrested refused to provide a

chemicaltest
. The arrest was for drugs only

. A BAC of < .08% was obtained

n Yes nNo X ru¡n Remarks:

9. G tne ltemized Staff Hours section of the CHP 735

completed as required in Highway Patrol Manual

1'1.1, Administrative Procedures Manual, and

includes hours for all employees assigned to the

incident?

X Yes fl No n ruln Remarks:

tO. lttfie person arrested is transient, is the case being

entered into the CHP 7354, Case Lo9-DUl Cost
Recovery Program, without forwarding the CHP 735
to FMS?

n Yes nNo Xvn Remarks:

'11. Are staff hours involved in the incident recorded on

the CHP 735 to the nearest ten minutes? X Yes trNo Erun Remarks:

12. Do the total number of staff hours charged on the

CHP 735 agree with the appropriate CHP 415,Daily
Field Record?

X Yes lNo tr ¡un Remarks:
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

13. Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 includes more
than one activity?

X Yes nNo ! ru¡n Remarks:

14. Are the staff hours incurred by members of the
Department for the following activities associated with

an incident meeting the criteria for DUI cost recovery
included in the CHP 735?
. Response Time
. On-Scenelnvestigation
. Follow-uplnvestígation
. Report Writing
. Vehicle Storage
. Call Back
. Field Sobriety Testing _

. Transportation

. Booking

. ChemicalTesting

. Traffic Control

X Yes fl No !vn Remarks:

15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735'lor
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

X Yes !No !run Remarks:

16. ls the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

X Yes nNo nrun Remarks:

17. ls a copy of the CHP 735 being retained at the
command and filed? n Yes !No X N/A Remarks:

18. ls the command utilizing the, optional, CHP 7354 to
track cases qualifying for the DUI Cost Recovery
Proqram?

n Yes n ¡¡o x N/A Remarks:

rs. ln the absence of a CHÞ 7354, how is the command tracking the DUI Cost Recovery Program?

20. Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?
. Defendantlnformation

' Violationlnformation
. Court lnformation
. FMS lnformation
. BAC test results

n Yes INo X N/A Remarks:
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INSPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

21. Are cases not resulting in a conviction within 12

months after submission to the District Attorney
closed out after court verification of case status?

22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of last follow-up check?

23. Are refunds or overpayments, as a result of
erroneous charges, in an amounl ef = $5.00 being

24, ls the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost

25. ls FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuinq command for corrections?
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COMMAND INSPECTION PROGRAM

!
n

Corrective Action Plan lncluded

Attachments lncluded

Total hours exPended on the

inspection:

4

TYPE OF INSPECTION

! Division Level X Command Level

fl Executive Office Level

Forward to: ACLDC

Due Date: 911512009

Follow-up Required:

or's Comments ardinq lnnovative Practices:

N/A

Command S ns for Statewide lmProvement:

N/A

The office of the Academy is in compliance with all departmental policies/procedures evaluated in the

Chapter I insPection.

Commander,SReSponSe:urshalldocumentbasisfor
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STATE OF CALIFORNIA
OCPNNTUE¡N OF CALIFORNIA HIGI-IWAY PATROL

CouuaND tNSPEcrloN PRocRAM
;XCEPTIONS DOCUMENT

No corrective actions identified'

Empl"y"e wo"ld lke to discuss this report with

SeeHPM9.1,Ch@ rxrspecron's SIGNATURE

RÑewei¡rscGsed this rePort with
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